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Proxies and Delegates Travel

Introduction This supplement provides information about Proxies and Delegates — how to create them, and
how they function in MyTravel. If you are using an online version of this supplement, selecting
the links in it will take you directly to other resources, though if needed, you'll find the
applicable URLs at the very end of this guide.

Note: For best results, use the Chrome browser to access MyTravel.

Proxy vs Proxies and Delegates are two very different roles, though they do have some similarities. For
Delegate example, they both work with trip requests and expense reports for someone else; however, the
actions they can take in those documents are very different.

1. Proxy: Proxies can handle documents for any member of their assigned group (a.k.a., an
organization), but they have limitations to what they can do for others. For example:

a. They cannot make reservations for other people, so they are limited in the scope of
assistance they can provide to Travelers.

b. They cannot approve documents, so they cannot serve as backup Approvers.

c. Despite these limitations, they are excellent candidates to serve as an organization’s
help desk function, for example.

2. Delegate: A Delegate is assigned directly to a Traveler or Approver, and is a good choice to
serve in two types of positions:

a. They can be assigned permanently to a Traveler, which makes them an excellent
choice to serve as a travel clerk, administrative assistant, or similar function.

b. When assigned to an Approver, a Delegate serves as a temporary (up to 180 days)
replacement when the Approver is away from the office, say on TDY or leave. An
Approver Delegate must meet the same requirements as any other Approver, which
means they must have the Approver role selected in their MyTravel profile, must
have a DD Form 577 on file, and must take all required Certifying Officer Legislation

training.
Appointing Appointing a Proxy requires a permission level not regularly provided at the organization level. If
a Proxy or you need to appoint or become a Proxy, contact your Component Coordinator, who will pass
Delegate word up to the Defense Travel Management Office (DTMO) to request Proxy appointment.
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Appointing To appoint a Delegate:
a Proxy or . .
1. Access the Expense Delegates For <Name> screen (Figure 5) by starting on the MyTravel
Delegate home screen and using either option a or b below, depending on your role
- i i i w i :
(continued) using P , dep gonyou
a. Ifyou are an Employee Administrator appointing a Delegate for someone else:
i. Select Administration > Company > Company Admin, then on the Company
Administration screen, select User Administration. The User
Administration screen opens. All these steps are visible in Figure 1.
Administration | Help~
Company Admin Company
Tools Expense
User Administration
Here is where you add, modify and delete users.
Figure 1: Employee Administrator’s Profile Access Options
ii. On the User Administration screen, search for and open the profile of the
person who needs the Delegate assigned to them.
iii. On the profile update screen, scroll down to the Expense and Invoice
Settings section (Figure 2) and select Expense Delegates. The Expense
Delegates For <Name> (Figure 5) screen opens. Go to step 2.
Expense and Invoice Settings 3 Approvers ®3 Expense Preferencel] ®3 Expense Delegates r_ Personal Car
Is a Test User? Country (Always United States) o State/Provinee ployee Group - Level 1
|UNITED STATES b Select one ~ |TEsl\ngGr0up v
Employee Group - Level 2 Employee Group - Level 3 Employee Group - Level 4 Employee Group - Level 5
Level 2 Test Group ~ Level 3 Test Group ~ v
Employee Group - Level 6 Employee Group - Level 7 LOA List C/E/O
| TEST ORG o | (C) C - Civilian -
Rank/Grade Branch of Service Seif Approval [y Reimbursement Currency
IGS-H - INA v Yes v Ius Dollar ~
Ledger Cash Advance Account Code Cash Advance Balance Bl Manager
IDEFAULT -
Default Language
English (United States)  w
Request Settings €} Request Approvers % Request Preferences
Figure 2: Profile Update Screen: Expense and Invoice Settings Section
b. If you not an Employee Administrator, you can select your own Delegate:
i. Select Profile > Profile Settings to open the Profile Options screen (Figure
4). Both of those steps are visible in Figure 3.
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Appointing Support | Help~
a Proxy or .
Delegate Profile ~ <«

(continued)

Eric T Johnson

Profile Settings Sign Out

Figure 3: Profile Options Access

ii. On the Profile Options screen, select Expense Delegates. The Expense
Delegates For <Name> screen (Figure 5) opens.

Profile Options

Select one of the following to customize your user profile

Personal Information System Settings
Your home address and emergency contact information Which time zone are you in? Do you prefer to use a 12 or 24-hour

. clock? When does your workday start/end?
Company Information

Your company name and business address or your remote Contact Information

location address. How can we centact you about your travel arrangements?

Credit Card Information E-Receipt Activation

You can store your credit card information here so you don't have Enable e-receipts to automatically receive electronic receipts from
to re-enter it each time you purchase an item or service participating vendors

Travel Profile Options Expense Delegates

Carrier, Hotel, Rental Car and other travel-related preferences. e e s who are allowed to perform work on

behalf of other employees.

L_Reguest Preferences

Figure 4: MyTravel Home Screen: Expense Delegates Option

3. On the Expense Delegates For <Name> screen (Figure 5), make sure the Delegates tab is
open. If it isn’t, select it to open it. On that tab:

Select Add.

a
b. Start typing the name of the person you want to appoint.

o

When you see the prospective Delegate’s name in the drop-down menu, select it.

d. Select Add. The screen updates to show the selected person and the check boxes
you use to give them permissions (Figure 6).

All of the above options are visible in Figure 5.
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Travel

Appointing
a Proxy or
Delegate
(continued)

Delegates | Delegate For

Expense Delegates for jJohn Mason

Delegates are employees who are allowed to perform work on behalf of other employees.

Search by employee name, email address, employee id or login id

Training&pprovar@mail.mil - Wiliam Neverane | Cance
E; TrainingApprover@mail.mil - William hs to a delegate, you are assigning

P& Neverone
dodhra.mc-alex.dmdc.mbx.dt- mit Can View Receives

modernization@mail.mil ] eceipts Emails
Logon 1D: TrainingApprover@mail. mil
Employee 1D: TrainingApprover

TrainingAdmin1@mail.mil - William

Neverone
dodhra.mc-alex.dmdc.mbx.dt-

modernization@mail.mil

Figure 5: Expense Delegates For <Name> Screen, Delegates Tab Open

Delegates | Delegate For
Expense Delegates for Chris Concur

G Lo Lo

Delegates are employees who are allowed fo perform work on behalf of other employees.
You may assign a temporary approver for a maximum of 180 days.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Can Can Receives
Can Book Submit Can Submit Can View Receives Can Can Approve Can Preview Approval
|:| Name Prepare Travel Reports Requests Receipts Emails Approve Temporary For Approver  Emails
Never, William |:| |:| |:| |:| |:| |:| |:|

denis.gelrud@clearavenue.com

Figure 6: Expense Delegates Screen, Check Boxes

4. Not all of the check boxes visible in Figure 6 appear in every situation. Of those that do

appear, select the duties you want this Delegate to be able to perform for this person.
Unless otherwise stated, items a-f are available for all Delegates. Items g-j are only available
when assigning an Approver Delegate. Options include:

a. Can Prepare: Allows them to create trip requests and expense reports.
b. Can Book Travel: Allows then to make reservations.

c. Can Submit Reports*: Allows them to submit expense reports for approval. This box
only appears if you are an Employee Administrator.

d. Can Submit Requests*: Allows them to submit trip requests for approval.
e. Can View Receipts: Allows them to see attached receipts.

f. Receives Emails: Allows them to receive the same emails as the Traveler.
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Appointing g. Can Approve: Allows them to approve documents for 180 days starting today.
a Proxy or h. Can Approve Temporary: Allows them to approve documents for a specified time
Delegate

) period, which can’t exceed 180 days. Overrides Can Approve if you select both.
(continued)

i. Can Preview For Approver: DoD does not allow you to select this item. It may cause
processing to stop on a document.

j.  Receives Approval Emails: Allows them to receive the same emails as the Approver.

*If you don’t have permission to submit, a Notify Traveler button replaces the usual
Submit button in documents. Select it to let the Traveler know you’re done with the
document. Similarly, if your Approver Delegate permissions have expired, a Notify
Approver button replaces the usual Approve button. Select it to remind the Approver
that the document is awaiting their action.

5. Select Save.

Start Whether you are a Proxy or a Delegate, you essentially work the same way in MyTravel.
Z\éoerlkmg 1. Loginto MyTravel. The MyTravel home screen opens.

Proxy or 2. Onthe MyTravel home screen, select Profile (Figure 7, indicator #1) in the upper right
Delegate corner. A drop-down menu appears.

Note: At this point, everything on the home screen relates to your own travel documents.

Profile ~ '
L
1
John Mason
Profile Settings | Sign Out
I: Acting as other user 9
®) Act on behalf of another user
Act as user in assigned group (Proxy) 3
2
4
Cancel

Figure 7: MyTravel Home Screen with the Profile Drop-Down Menu Open

3. Inthe Acting as other user section (Figure 7, indicator #2), select the Act on behalf of
another user radio button to start working as a Delegate or select the Act as user in
assigned group (Proxy) radio button to start working as a Proxy. Note: You will only see
both radio buttons if you are assigned as both a Proxy and a Delegate.

4. Select the Search by name or ID field (Figure 7, indicator #3) to see a list of people whose
documents you’ve recently accessed (see Figure 8, indicator #1). If you type in that field, the
list updates to display a list of people whose name matches the search string you enter.
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Start
Working as
a Proxy or
Delegate
(continued)

5. When you see the name of the person whose documents you want to work with, select it.

The selected name populates the Search by name or ID field.
Profile ~ &
John Mason
Profile Settings | Sign Out
Z: Acting as other user Q
®) Act on behalf of another user
Act as user in assigned group (Proxy)
1
Concur, Chris A
Concur, Chris A
chris.concur@mail.mil (Email)
Logon ID: tdtapprover@mail.mil
- Employee ID: tdtapprover R |
Figure 8: Other User Selection

6. Select Start Session (Figure 7, indicator #4). The home screen refreshes to display the
selected person’s home screen layout. Also, the Profile area in the top right corner of the
screen displays a green field with a two-person icon (Figure 9) that shows you are now
working as a Proxy or Delegate, and for whom.

Support | Help ~
Acting as -
Concur, Chris A
Figure 9: Proxy or Delegate Icon

Notes:

1. Atthis point, all the displayed information relates to the person named in the green Acting
as <name> area.

2. The boxes checked by the person who appointed you determine your permissions. For
example, you may be able to work only with trip requests or expense reports, or you may be
able to access both. You may be able to only create and edit them or you may be able to
submit them as well.

3. If you need access to a document type or need to take an action the system won’t currently

allow, see the Appointing a Proxy or Delegate section of this supplement.
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Switch to
Another
Person’s
Documents

Stop
Working as
a Proxy or
Delegate

Mandatory
Document
Reminder

To start working for a different person, select the green Acting As <name> area (Figure 10,
indicator #1). When the drop-down menu opens, search for and select the new person in the
Search by name or ID field (Figure 10, indicator #2), then Start Session (Figure 10, indicator #3).
The screen refreshes to display the new person’s home screen layout and travel documents.

Support | Help ~

Acting as -
Concur, Chris A

‘!‘ Currently acting as 1
" Concur, Chris A

Profile Settings | Sign Out

x Acting as other user Q

®) Act on behalf of another user

2 Act as user in assigned group (Proxy)

4 Cancel

Done acting for others

Figure 10: MyTravel Home Screen (Detail)

When you finish working with other people’s documents, select the green Acting As <name>
area. When the drop-down menu opens, select Done acting for others (Figure 10, indicator #4).
The screen refreshes to display your own home screen layout and travel documents.

The DoD Financial Management Regulation (DoD FMR) requires all Travelers to prepare and sign
their own claims for payment. When someone else will submit the claim for them, the Traveler
must complete and sign one of the following forms:

e Department of Defense (DD) Form 1351-2 upon completion of TDY travel.
e Optional Form (OF) 1164 following official travel in the local area.
The Delegate or Proxy must attach the Traveler’s signed form to the expense report. MyTravel

reminds you of that requirement on the Final Review screen (Figure 11, red highlight). You must
attach the appropriate form before you select Accept & Submit.
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Mandatory Final Review O ox
Document
Rem | n d er User Electronic Agreement
. d By clicking on the 'Accept & Submit' button, | certify that:
(C on tl nue ) 1. This expense report is accurate and represents a legal claim for reimbursement.

2. | understand there are severe criminal and civil penalties for knowingly submitting a false, fictitious, or fraudulent
o X - X B —

3. As a Proxy or Delegate submitting on behalf of a traveler, | have completed and attached DD Form 1351-2 or

OF1164 as a Receipt Image.

Accept & Submit Cancel

Figure 11: Mandatory Document Reminder

Additional
Resources The items on this list provide the URLs for additional information you may find useful. Some of

them are mentioned elsewhere in this guide.

1. Vendor-created User Guides and Demonstrations

https://www.concurtraining.com/toolkit/en/expense/end-user/ui02

2. MyTravel direct link

https://dodtravel.concursolutions.com

In addition, you can find many helpful user guides and other informational papers:

e On the DTMO website’s MyTravel screen at https://travel.dod.mil/Programs/DoD-
Travel-Systems/MyTravel/

e By logging onto MyTravel at the link in #2 above, then selecting Help in the upper right
corner of the screen, then Training on the drop-down menu.
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